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24 Jun 21
VACANCY ANNOUNCEMENT BSAIIR: Cut off every 1% and 150
Closing Date of each month
ﬁgoaf issue 24 Mar 21
1EE4 Jobtitle ( %4k Grade 1-3 /REFFMR LD 2) SE AN | 4 BEHBH Area of Consideration (AOC)
No. of X LI MLC/IIHA it %8 (ERBXMA)

Recruitment Current MLC/IHA Employee within Activity

Sales Clerk # IHA- 0372 X 1.5 MLC/IHA fit £ 8 (B2 B M)
e Y Y 14 Current MLC/IHA Employee in commuting distance

(©ne) | O NLIRMLCIHAGEEE(2E B KE)
Current MLC/IHA Employee Japan Wide

- (] IV.4}&B Off Base Applicant
RATEEE TRE#R Acceptable trainee level: N/A : PP

X =#H% (] HeexR L &R&x% L E&R

Administrative  Blue Collar Trade Security Medical
2. EREX Activity:

Navy Exchange, Sasebo 4 E—IVRAFz P EHE 5 B FA (OR& Type of Employment
Eh#18 AT Working Place: Fleet Store, Hirase-cho, Sasebo-city (Bldg. #230) % ml;\c [ HPT
24V MR M7 (BYES 230) £ R T TR X & F Permanent
3. ) F5mEM Work Schedule: 40 hrs. a week. Varies between 0800-2030. ] BRZE Limited Term (__» B Months )

(B 40 FEREHl . 08:00-20:30 HTDH T 7 k)
£)7%5 8 Work Days: Varies to include weekend and holidays.
BRFEEZEZEL &7 Ml

£)7505R - /KB Work Hours/Recess Period: 45 minutes.
FREHFEESH Y. AKEBIL 45 5.

(] &%) Night Shift X] &% Overtime [] 438 Business Travel

6. B #EAZ Duties:

1. Carries out policy of courtesy and service. Recognizing the importance of genuine, obvious and active attention to patrons in a
retailing and services organization, exercises tact, good manners and courtesy when serving and assisting customers and fellow
associates. Focusing on the customer or fellow associate responds to inquiries and provides assistance in a prompt and friendly
manner. Understands that the customer comes first and actively seeks to become knowledgeable concerning store policies,
merchandise sold and services offered. Sells merchandise and assists customers in the selection of merchandise requiring specialized
knowledge. Provides information concerning special features of merchandise sold. Advises on new or related items in which the
customer may be interested, or those items not readily seen. Displays merchandise in accordance with instructions received,
replenishes stock and maintains sales area in a clean and orderly manner. Assists in requisitioning merchandise and advises
supervisor of slow-moving and damaged items.

2. Displays merchandise in accordance with instructions received, replenishes stock and maintains sales area in a clean and orderly
manner. Assists in requisitioning merchandise and advises supervisor of slow-moving and damaged items.10%

3. Participates in the maintenance of merchandise control records. Assists in taking inventory at required intervals and in taking
periodic stock counts. Marks and prices merchandise, as instructed_ checks and maintains never-out lists for assigned sales area.
Changes prices on merchandise in accordance with retail price change (RPC) documentation_ initiates merchandise transfers, as
required.

Performs other duties as assigned.

7EBES  BHEHE Qualification/Physical Requirements

1. At least one year of general work experience or completion of 2-years junior college/ 2 years of technical school or 4-
year degree in any field.

2. Ability to speak, read and write English at intermediate proficiency level (LD-2).

3. Skills of carrying out policy of courtesy and service. Recognizing the importance of genuine, obvious and
active attention to patrons in a retailing and services organization, exercises tact, good manners and courtesy
when serving and assisting customers and fellow associates.

4. Ability to operate the computer (Microsoft Word, Microsoft Excel, E-mail and Internet)

Handicapped applicants may be accepted, depending on the degree and kind of disability.




BEE J7 English Language Proficiency : [ _JWAZEZE L None [_|#0#k Basic XIS #R Intermediate []_E#& Advanced [ J45FERDEE S Exceptional
%4 FE Educational Background : See Block 7 | $3FEF. 18 T & License/Certificate Required : 7/8 #1588 See blocks 7 & 8

81RHTH4H®M Application and Associated Documents BER R

Working Condition

X Ze g i B FA#K Application for Vacancy Announcement  (HROY Form 1)

(O BAREE T Japanese [X] EEET English [] &5 5 T3 Either)
(] S PIR 542 EE Resume of Specialized Work Experience (HROY Form)

(L5 &R LS5 T, Same language as above)
X REBENEAXEETHHLTCLSAIX. [HEICBET52ERRKR]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
X EEr e FSE DS L Copy of Driver's License
L& TEE FEBHZEDE L Copy of Certificate
O EEBEDREANZFIHATSHD (BEL) Anything to certify English Proficiency (Copy)
LI84HUIF G L. BREEDOEERS FRT- KL ZFE LV -IRIEAHE (12cm x 23.5cm)
12cm x 23.5¢cm Envelope with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is unacceptable.)
X BAEEUSNDOAIE, EEH— FRU/NRKR— b/EEED O E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. [EEFEMHIRHSE Office to Submit

NELEE (B MLCIHARRR) ENBIEESE GEEXRR) T, CHEERHENEVFT., LELERHMESH
BEADELVR., EBEMRBELTTSL, EEHUIARLE, Office to submit job application documents is different for
Current MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application documents to
the right office. Applications must be received by the closing date of the Vacancy Announcement.

GER) LREB4ED “BEREGHE" AE MLC/IHARERDADIF S, NBLHEE FREXR) S OONEEHIIEDN
EBYFETOTITEET S, Whenitem #4, “Area of Consideration” above shows “Current MLC/IHA employees” only,
Off Base Applicants will be rated ineligible.

1. AEMBEE (B MLC/IHAREXR) RHE - Current MLC/IHA Employees must submit to:
T 857-0056 T 857-0056

{& tH R T S AR ET Hirase-cho, Sasebo City
KBEEHRAEMEBAASHERR CNRJ HRO Sasebo Satellite Office

A #R/Extension 252-3881/3660/3837 MLC/IHA Employment Branch, Bldg# PW47
{8 Operating Hours : 0800 - 1600

2.5 BB IGEE GEftE¥E) R Off Base Applicants must submit to:

T 857-0056 T 857-0056

{0 tH R T 3R T 3-1 3-1 Hirase-cho, Sasebo City

MITBUEAN BEEEFBHESBECERE LHEXS Labor Management Organization, Sasebo Branch

BEEEES Phone : 0956-23-7191
SZATEERE c FRTOBF - F&R 5K, AR - €A (BAROHEBZKR)
Operating Hours: 0900 - 1700, Monday - Friday (except Japanese Holidays)

10. EEFELEHR For Official Use

SEHFIEY  Activity POC: NEX 47 4« & / NEX Office B E (DSN) 252-2454
PD No.: NEXS-SAS-002 ‘ PD is accurate and current. Certified by Activity: TM HRO: (rcvd:2/22 )

IERBEZHIZ LTWRWNEES EEDORRICZAE Y FH A, Incomplete applications will not be considered.
RESINEIEHEEHEHIRL LEEA Submitted applications will not be returned.

HEMYIB1 6B FRABMETT, EX—ILP I 7Y I R TOREZHETZHTEEEA. Applications must be received by the
closing date of the VVacancy Announcement by 1600 hours (4:00 PM). Emailed and Faxed applications will not be accepted.
AEMACEERECHETHEEEEBICLGEVTTEL, EBTHESNEEAKELZELELEA, Please do not send
applications by registered mail to HRO. Registered mail sent to HRO will not be accepted.




HRO MEY (BMEFS PW-47) 1. EEAHAYAZASTADEIC AMEEEROREONFZELTHYET  RESNDEE (TG
SiEHUIYB D168 (F %4 FETIZLTLIZELY, Job applications may be dropped in the designated HR “Drop Box” located on the right
side in the first floor, main entrance of the HRO bldg. # PW-47, no later than 1600 hours (4:00 PM) by the closing date.
EHEHEDERXITUTO URL KYFOUO—FTEET . FOEHFAMETIRBE LTS, Forms for application are available for
download on our web site. Please submit updated application.

(https://www.cnic.navy.mil/regions/cnrj/om/human_resourcessMLC IHA HPT_Jobs/JN_Forms.html)

~priG kiR E AR (HPT) ERAICDL T

**HPT-Hourly Pay Temporary (HPT) Employment**
AR 1 FZBIGVER (ZOREHFNLGFLHD)
Duration of Employment; Not to exceed 1 year. (Subsequent appointment after a break in service may be effected.)
Z@EEXH, Commutation allowance will be paid.
TSR AVE 30 BEfE] (2016 £ 10 A 1 B 51X 20 B5fd]) LI EDSBIFERRIR - BRRKR - EEFEOMANE
FOFBNTULET, Employees whose weekly work hours are 30 hours (20 hours starting on 1 October 2016) or more
must be covered by Employment Insurance, Health Insurance and Pension plan.
HBGET - BFRE - KBLGERX, FHOMETEEICLLAREELAHY FT,

Work place, hour, and rest day may be changed due to operational requirements.

PRIVACY ACT STATEMENT EASRIEEIZDINT

AUTHORITY: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

A KETEER S 10450,9397 ; R BAE - EABERORECET 552 (Fai1 SEEEER+TES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

TEH: NEDLd, T2, WEORELEBREOEZOZITZEHNE LT, BABRERHET 54,

IR BREIEFEX. L LAFEAICTHREICZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAEK: FEMOERICLEL. B CEREGCENEREHRET 54,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

BN EAFROFRREIERTIA. BRINFEREIRHE LGN S1IGE. TORDFHREDOHIT. BEh. HDHLIEPEE
BAENHYET,

Rev: 8-1-18
Task List:

1. Carries out policy of courtesy and service. Recognizing the importance of genuine, obvious and active attention
to patrons in a retailing and services organization, exercises tact, good manners and courtesy when serving and
assisting customers and fellow associates. Focusing on the customer or fellow associate responds to inquiries and
provides assistance in a prompt and friendly manner. Understands that the customer comes first and actively seeks
to become knowledgeable concerning store policies, merchandise sold and services offered. Sells merchandise and
assists customers in the selection of merchandise requiring specialized knowledge. Provides information concerning
special features of merchandise sold. Advises on new or related items in which the customer may be interested, or
those items not readily seen. Displays merchandise in accordance with instructions received, replenishes stock and
maintains sales area in a clean and orderly manner. Assists in requisitioning merchandise and advises supervisor of
slow-moving and damaged items.

2. Displays merchandise in accordance with instructions received, replenishes stock and maintains sales area in a
clean and orderly manner. Assists in requisitioning merchandise and advises supervisor of slow-moving and
damaged items.

3. Participates in the maintenance of merchandise control records. Assists in taking inventory at required intervals
and in taking periodic stock counts. Marks and prices merchandise, as instructed_ checks and maintains never-out
lists for assigned sales area. Changes prices on merchandise in accordance with retail price change (RPC)
documentation_ initiates merchandise transfers, as required.

Performs other duties as assigned


https://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

